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1. Log into PlanSource

2. From the Home page, select Update My Benefits.
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3. Select the Life Event that meets your needs and enter the Event Date, then select Continue



[bookmark: _GoBack][image: ]5.  When you finish making any necessary updates, select Review and Checkout 
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Please Note: Your change(s) will not reflect (with carriers and payroll) until your Life Event is approved by your HR Administrator. Once approved, the change(s) will be retroactive to the effective date of the event.
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6.  If satisfied with your changes, select Checkout to complete your Life Event 
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4.  You will then proceed through the enrollment wizard to make your intended changes 
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Report Life Event

Some changes in your life o employment can affect your benefits. For example, when you have a baby you may want to add him/her to your health coverage. Changes like
these that are made outside of standard benefit enrollment are called Life Events. First, select the type of Life Event from the drop down list to indicate the reason you are
making the change. When selecting a particular Life Event. you will be given additional information on the type of change for the Life Event

Birth
Congratulations and best wishes to you and the newest member of your family.
Birth of a child is a qualified change in status, so you may make certain changes to your benefits. The coverage

changes must be consistent with your change in status. Example: When you have a baby, you may change your
medical coverage from single to family coverage.
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Welcome Bernice,

Welcome

Please choose one of the options to the left

Update My Ben:

Or you can review your current benefits

Welcome

Please choose one of the options to the left

Need to update your current benefits?
f Have you had a qualifying life event such as a new addition to your family?

Update your current benefits.

Your To-Do Listo 00f 1 Complete

Answer a few short health questions to complete your application for MetLife benefits. >
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